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OFFICE OF THE SECRETARY OF STATE 

DEPARTMENT OF ARCHIVES.AN0 HISTORY I 
RECORDS MANAGEMENT DIVISION 

2 .i-' : -1 .*----?=- 
i 

3y30- 09- 
APPLICATION FOR RECORDS RETENTION SCHEDULE 

- ___^ ___ - 
INSTRUCTIONS: See Pub1ication:No. 76-RM-1 for instructions on completing this form. Forward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenpe,, Atlanta, Georgia, 30334. I 
Attention: Scheduling Section. 

.-__-_1". A --.- I=_.--v.~-I= r_ ~- 
Georgia Por t s  A u t h o r i t y  
Personne I Department 
Post O f f i c e  Box 2406 
Savannah, Georgia 31402 

~ ~ ~ ~- ~ ~~~ 

WorkingTitle~ 

' ~ ~ 0 1 1 ~ 6 t i o n  Data 

~ ~ 

Amlication Number ~ ~~ . .  
~.~~ 87 -2s  

Data Received Date Completed 

Telephone Number 
(912) 964-3966 

a. 
b. 

18 Estaoiisn Retention Schedule:\ecord will continue to accumulate. 
0 Dispose of present accumulation; no further accumulation anticipated. - 

_._ c. ~- A~ndpRelicati0,n No. -- . ~:--y-~.----Check On% 0  change;^ -0  Swercedei-~ O_VoId_~ -. -~ ~. ..~ 

4. Or& of Series 
Eat ticst Latest 

5. Remrd3 Series Title Ifollowed b y  title used in office; if differentl I 
I 

-_ ~ 
- ~ - 

! o Date erminated Employ'ee ~ Personnel - ~ F i l e  ~~. ( ~~ I n e l i g i b l e  -~ for Rehire ) re. ~Biwijiiin ar.d miia Fundoii What is the-fukxion of th& Division add the Office in which this record series is created? - - ~~ 

The Personnel O f f i c e  i s  1 nvol  ved i n  i nterna I and exte,rna I, ad.vert i s i  ng, recru i tment ,  . . 

i n te rv iew ing  and t e s t i n g .  Conducts s a l a r i e d  a p p l i c a n t  in te rv iews.  D i r e c t s  wage and 
b e n e f i t  surveys. D i r e c t s  b e n e f i t  admin is t ra t ion .  Performs range and sca le  adjustments. 
Recommends b e n e f i t  changes. D i r e c t s  i n t e r n a l  r e l a t i o n s  programs such as f i e l d  and e x i t  
in terv iews,  s e r v i c e  pfns, performance awards, employee committee, newspaper, newslet ters ,  
suggestion program, employee g i f t s ,  spor ts ,  p a r t i e s  and promotional c l o t h i n g .  Conducts 
gr ievance hearings, employee and superv isor  counse l l i ng  and employee ass is tance program. 
Advises management regard ing employee morale. D i r e c t s  p repara t ion  of requ i red  federa l ,  
s t a t e  and i n t e r n a l  r e p o r t s  and s tud ies.  Conducts a f f i r m a t i v e  a c t i o n  program. Advises 
management on changes t o  personnel p o l i c y  and procedures. Prepares annual budget f o r  
department and moni tors  expenses. D i r e c t l y  r e p o r t s  t o  D i r e c t o r  of Admin is t ra t ion .  

- . .  ~~ ~ .~ 1~~ - . - . ~ ~- . .  ~- ~ . ~ ~ 
~~ ~~ ~ ~~~ ~~ 

7. Record Series Dewiption This file contains the following documents (include form numbenand rifles, i f any): 
Attach samples of the file. 

Documents relating to: An i n d i v i d u a l ' s  employment w i t h  Georgia Por ts  Au,thor i ty.  I 
Included are: Appl i c a t i o n  f o r  employment, summary card i d e n t i f y i n g  j o b  c lass,  

promotions and pay increases, w i thho ld ing  in format ion,  t e s t i n g  
in format ion,  Personnel Ac t i on  Forms, Employee Performance 
Evaluat ion sheets, l e t t e r s  of re ference and insurance documents. 

File is arranged: By sect ion;  a p p l i c a t i o n s  i n  f r o n t ,  personnel a c t i o n  forms 
arranged chrono log ica l  ly ,  l e t t e r s  o f  re ference and insurance i n  back. 

~ ~ ~~ ~~~1 _I_-. -. I_ ~ ~ ~ _ - - _ _ _ m _  _- ~ _____I__--- 
~~~ ~ 

I 8. Monthly Reference Rate How often are records referred to which are: 

One ro six months old L.--; Seven to twelve months old -&-; Thirteen to twenty-four months old &-; 
twenty-five months and o lderA--? -_ ~ - - -_ ..~ -------- _fl_ __I --.--___~ - _-- 

' G u a l  Rate of Accumulation of Records 
Letter-size drawers ---x-L..~.-,; Legal-:ize drawers ---;Shelves ----; Other (spmifyJ A__ box - 



c __._ - I -- - __--, ~ i ..-- _I_* ..-__ . . I T - -  ~~ ~- 

_ _ . ~  ~ 
lOiQxes?ion~naira-. ~.~ (Plae-an "X" in the propemll;.mn)_ 

b. boes the series contain I confidential information requiring securiw handling? If yes. cite law or regulation. 

c. I s  ___- this a vital ~ record? __. . ~~ .- .- __-_ T--. .__ _~~_~___ 
.~___ d. Does this series have historical yh~nq_tee,m research  value?_^^ ~~ 

__  d o c ~ ~ ~ n _ t L b e ~ c h e d u ~ s e ~ r a t e L v ? _  ~~~. ----: .-~-- - __ __ --- 
f. .As fha information containmihthis series erwublished?. .. ~Ifves,attachso&- ~. . -  c _-A1__- 

--_lf.rer. attachxorx. ~ - .~~~ . .. ~. 
~ -.-._._____f 

I f . ~ e s ~ & ~ e r e Z L  -~ ~ ~- -~ - _I . . ~ ~ - . ~ ~  -. ~. _ _ ~ _ _ _  

i- ~~ _ _ ~ I _ ~ ~ I _ _  _-__ 
a. Is this the official copy of the series? . .  - . __ .I!. noLwh_ereJlL--..----- ~.__ .-._ I ;____~___l 

41 

~. ~ -~__ ~~~ . i . 2 ~  .~ . I .-----, ~~~ ~- --.. - --.-4-- I_-__-- 

I .  

~- ~ _ _ _ ~  _-__ 
e. When one or two documents in the file make it necessary to keepthe entire f i le for a long period, could these 

g. Is the information contained in this series ever analyzed and/or,recorded~in a summarized report? 

h. It there a duplication of t h i s  series in your office, or in another office or agen&?.~ 

i. -1rIhis xrks [or a m a i Q ~ ~ o ~ ' Q ~ ~ f f i t l . r e Q u l a r J Y ~ ~ o f i l m e d ?  ~. .- -. 

-i. ~ Doer'the record series result in~a cornwter mintout? ~~ ~~c~ .. ~. ~ __ ~~ ~ 

The foltowing requires the series to &,kept: *i 1. Retention Requirements 

a. State Law ---~......pyearr. 1. Audit period --.~- .-years. 
-. ~2.0~- -.years. b. Statute of limitatiqn ., ___--_.~- ,years. e. Administrative need 

c, Fe.6eral law ~- ~ ~ ~~.~ .~ -years. 7. FedeFal7etentPon instructions ~ ~~ - . 3% -.years. 

Attach copy or excerpt of laws or regulations. Explain administrative need.' 
Due t o  Pol  i c y  # 600-61-3, employees terminated for  reasons out1 ined i n  po l  i c y  a re  never 
considered . f o r  reemp1.oyrnent. 
f o r  a.normal 

~~ - ~~- - ~ ~ - ~ ~ 

.~ 
~~ . , -  ~~ 

Consider ing employment a t  age 18,, 50 years should ,,serve 
I ~ ~ '  . - 

, -  . , I i f e  - .  . span-~ for  an - .  i n d i v i d u a l  ~ ~ ~. . ,. i ~ n  acti,ve_empIoyment. . I  

. .  . ~~ - .  ~. -.. - , , . . . . . , .. ~. . .  - m ,  - . _.  . ~ .. _-_- _i___ 

Z-Anorwed Disposition Instructions .This agency recommends that the file series 

Q Calendar Year: 0 Fiscal rear; 0 Other '2 --LL __  ~ ..----,--.Ltnen, 

cut otf a t  thb end of each: . , 

. .  . .~ ~ ~- 

- .. El Hold in the currefit fi les area ---,month(s) 5 :-~ ~ - c  yeark); then 
g! Transfsi to loidl holding area, hold -45-~-~~1~r~_yesr'(s); then' ' .  

C3 Transfer to Staia Remrds Center; hold 2.- ~ . ~ .~ yearb); then 
gl Destroy. 
0 Transfer to State Archives for permane~nt retention. ~~ 

0 Other fSpecifyl 

.~ 

- - .  ~~ ~~ ~ 
. .  . 

.~ .. . -  , . ,  

. .  ~ . ~. .. .. .. .~ . I  . -  . - 

These ! uctions apply to a l l  pri i nd future accumulations of the series. 

! 

Recommendations in para- 
jraph 12 are approved. 
'If disapproved, attach letter 
,f explanation.) Secretary of StateDesignee 

~ 


